Applying for a License

Log into your Accela account:

https://aca-prod.accela.com/maplewood

(] Accessibility Support  Registor for an Account  Login

Search m

oo [N

Advanced Search »

Welcome to the new Citizen Portal
We are pleased to offer our Citizens, businesses, and ViSItors 3CCess to government Si g nin

senices online, 24 hours a day, 7 days 3 week

In partnership with Accela inc, we are fulfilling our promese to deliver powerful e- USER NAME OR E-MAIL: %
government services and provide valuabée Information about the community while

making your interactions with us more efficient, convensent, and interactive. To use

ALL the services wa provide you must register and create a user account. You can view

Information. get questions answered and have limited Services as an anonymous user

We trust this will provide you with a new, higher level of service that makes lning and PASSWORD: *

working In our community 3 more enjoyable experience.

What would you like to do today?
To get started, select one of the services listed below:
” Forgot Password?

Search Applcations

Remember me on this device

Not Registered?
CREATE AN ACCOUNT

City of Maplewood — Applying for a License Page 1 of 14


https://aca-prod.accela.com/maplewood

Once logged in, click “Licenses” up top

Logged In ‘,-;_ Coliections (0]  Account Management  Logout
[ searen (@ ]

-

Dashboard My Records My Account Advanced Search »

Hello, I

My Collection (0) View Collections

You do not have any collections right now.

Work in progress ) View All Records
‘Record Name Record ID Modute Creation Date Action
No records found
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Click on Apply for a License

Read the terms and conditions, check the box and then click Continue Application

| Search..

Apply for a License Search Applications

Online License Application

Welcome to our Online Licensing System. Using this system you can submit
information, pay fees, and track the status of your application all from the convenience
of your home or office, 24 hours a day.

Please "Allow Pop-ups from This Site” before proceeding. You must accept the
General Disclaimer below before beginning your application.

Option to Sign Up for Email Notification of Proposed Ordinances
The City of Maplewood now offers an electronic Notify Me service for users to request notifications

on various activities happening at the City, One of the notifications available is for a proposed new
ordinance or a proposed amendment to an ordinance, which could help you stay up-to-date on
changes made by City Council that may affect the operation of your business or a license you hold.

anv of the acrivities for which norificanons

(] | have read and accepted the above terms

| Continue Application » |
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Click the arrow next to the license type you are applying for to show the drop
down. Select the bubble next to the specific license type and then click Continue
Application at the bottom.

| Search

Home R

Apply for a License Search Applications

Select a License Record Type

First select the category of license you are applying for, then choose one of the listed available license application types. For assistance
or to apply for a record type not listed below please contact us.
% Animal License

¥ Business License

(O Alarm System Application

O Amusement Appilcation

(O Automobile & Tradler Rental Agency Application
O Body Art Estabishment Application

(O Cigarette & Tobacco Sales Appication

(O Commercial Kennel Appiication

(O Courtesy Bench Application

':"' Dynamic Display Sign Apphcation

(O Food Establishment Appécation

O Home Occupation Application

(O Liguor (3.2 Beer - Off Sale) Application
) Liquor (Intoxicating - Off Sale) Application
O Liquor (Intoxicating - On Sale) Application
O Liquor (Wine On - Sale) Application

(O Lodging Establishment Application

(O Massage Center Application

(O Massage Therapist Application

(O Moblle Food Unit Application

() Motor Fuel Station Application

(O Motor Vehicie Repair Appication

(O Pawnbroker Application

(O Public Pool/Hot Tub Application

() Secondhand Dealer Appication

O Solid Waste Coection Appication

(O Used Car Dealer Application

» Business Registration
» Business License Supplements

Continue Application »
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Complete the application by providing the information requested. At any time
you can select “Save and resume later” at the bottom left of your screen.

Enter the Doing Business As (DBA) Name — this should be the DBA name of the business
in Maplewood that the license is being applied for.

Detail Information

Please enter the Doing Business As (DBA) Name below:

*

Enter the Maplewood Property Address — this will be the address of the business to be
licensed in Maplewood. If applying for Mobile Food Unit, Courtesy Bench ore Solid Waste
Collection licenses, please list the registered address of the business applying for the license.

If it’s a Maplewood address, ONLY enter the street number and select “Search.”

Maplewood Property Address

Enter your Maplewood business address and click Search to find the address record in the agency
est results, start by searching only for the Street No.

* Strest No.: Directicn:  *Street Name: Street Type:

Unit No Unit Type:
--Salack-—- -

City: State: *Zip:

--Salect-- w

_ come IJI'p:_:“:-::“ o
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A pop-up will show with options to select the correct address from. Select the bubble for the
correct address.

Address Search Result List X
Addresses
Showing 1-10 of 11
Address City State Zip

.;:.:;. 1830 East County Road B, Maplewood MN 55109 Maplewood : 55109

() 1830 East Mesabi Avenue, Maplewood MM 55109 Maplewood : 55109

.;::;. 1830 East Summer Avenue, Maplewood MN 55109 Maplewood : 55109

.;::;. 1830 North Birmingham Street. Maplewood MN 55109 Maplewood : 55109

.;::;. 1830 North Clarence Street, Maplewood MN 55109 Maplewood : 55109

.;::;. 1830 North Desoto Street, Maplewood MN 55117 Maplewood : 55117

() 1830 North English Street. Maplewood MN 55109 Maplewood : 55109

(") 1830 North Howard Street, Maplewood MN 55103 Maplewood : 55109

.;::;. 1830 North Ide Street, Maplewood MN 55109 Maplewood : 55109

.;::;. 1830 North Onacrest Court, Maplewood MN 55117 Maplewood : 55117

-
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The Parcel number and Associated Owner will automatically populate. Scroll to the bottom of
the pop-up and click “Select.” The street name, city, etc. will auto-fill.

Address Search Result List x
() 1830 North Howard Street. Maplewood MN 55109 Maplewood : 55109
_‘_"\ 1830 Morth lde Strest, Maplewood MM 55109 Maplewood : 55109
™y 1830 North Onacrest Court, Maplewood MM 55117 Maplewood : 55117
< Prav 1 2 MHaxi >

Associated Parcels

Showing 1-1 of 1
Parcel Number Lot Block Subdivision
@ 142922220015 SECTION 14 TOWN 29 RANGE 22

Associated Owners

Showing 1-1 0f 1
Name Address
@ CITY OF MAPLEWOOD 1830 COUNTY ROAD B E MAPLEWOOD MH 55109

m pancel

When finished, click “Continue Application in the lower right of your screen.

Maplewood Property Address

Enter your Maplewood business address and click Search to find the address record in the agency
database. For best results, start by searching only for the Street No.

* Street No.: Direction:  * Street Name: Street Type:
1E20 Eagt ¥ County Read B —Salect— T
Unit No.: Unit Type:
—-Salact— -
City: State: =Zip:
Maplewood M 55109

_ s App“:allcn )
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Enter Contact Information — Use the “Select from Account” button to autofill information
from the account.

Addrazs & Business & State Statute Supplement
1 Contacts Z Services 3 Requirements 4 Documentation 5 Review &

Step 1:Address & Contacts > Contacts

* indlicates & reguired febd.

Applicant

Please provide contact information for the individual applying for this license.

*This individual will be the one recelving emalil updates on the status of this application, in addition to renewal
notifications prior to expiry of the license.

Setectfrom Account i Ada New
_ Connee peen
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Enter Business Owner Information - Please provide contact information for each
individual having ownership in this business. If no individual owner, you can leave this section
blank and continue to the next page.

Enter the Business Information - The questions in the screen-shot below depict basic
information requested on all applications. Depending on the license type, there may be
additional questions to be completed in this step.

Click “Continue Application” in the lower right of the screen.

4

Business Owner

OWNER/PARTNER

Provide the contact information below for each individual having cwnership in the business.

Showing 0-0 of 0
First Name Last Name Phone Number Email Address Percent Ownership

Mo records found.

O

Business Information

BUSINESS INFORMATION

Provide the infermation for the Maplewood location to be licensed.

*Legal Business Name:

*DBA | Trade Name:

*Phone Number:

E-Mail Address:

Website:
* .

Property Is: --Select-- -
*Buysi in:

Business Ownership: -Selact—- -

_ Continue Application »
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Tax ldentification Numbers - If the license is for a business, these numbers should be the
Federal and State Tax ID numbers for the business. If the license is for an individual, or you are
a sole proprietor and do not have business Tax ID numbers, you can provide your Social Security
Number as your Tax ID number.

1 Address O

3 State Statute 4 Supplement
Contacts

2 Business Requirements Documentation

5 Review 6

Step 3:State Statute Requirements>Tax ID or SSN
*MN §270C.72 requires the licensing authorify to, upon request, provide to the Minnesota Commissioner of Revenue the business
identification number OR social security number of each license applicant.

* indicates a required field.

Tax ID or SSN

TAX ID NUMBER

Federal Tax ID:
MN State Tax ID:

Social Security Number:

_ Continue Application »

Workers” Compensation — Provide information about any workers’ compensation

insurance. If you are Self-Insured you must upload a copy of your permit to selfinsurein the
next step (Attachments).

Address O

State Statute 4 Supplement
Contacts

2 Business Requirements Documentation

5 Review 3

Step 3:State Statute Requirements > Workers' Compensation

*NiIN §176.1582 requires every state and local licensing agency to withhold the issuance or renewal of a license or permit to operate
a business in Minnesota until the applicant presents acceptable evidence of compliance with the workers' compensation insurance
coverage requirement of MN §176.181, Subd.2. Upon request, the information will be furnished to the Department of Labor and
Industry.

*indicates a required field.

Workers' Compensation

WORKERS COMPENSATION

| carry Workers' Compensation liability coverage.: O

Policy Number:
Effective Date:
Expiration Date:

| am SelfInsured and have attached a copy of the permit to self- [
insure.:

By law, | am not required to have workers' compensation liability [
coverage:

_ Continue Application »
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Upload Document Attachments (if applicable) — Each license type has a different set of
documents that may be required to be submitted with the application. Please review the
requirements for your license type in advance to ensure you know what is needed, as required
documents must be uploaded before you can submit your application. If necessary, you can
save your application and return to it to add additional information or documents at a later
time.

: State Statute Supplemsnt . .
1 2 Business Requirements 4 Doctmantation 5 Revisw & Record Issuance

Step 4:Supplement Documentation =Attachments
*Indicates 3 required field.

Please upload a copy of the following document(s):

Ceriificate of Insurance [SAMPLE]; minimum amounis of coverage showld be as follows:
-£300,000 General Lizhility
- $100,000 Property Damags

Workers Compensation Sarmit oo Seif fnsure (if appliczbiz)

The maximurm file size dowed Is 1000 MB.
a0e;30p;Dat;Chm;Cm;com;CpL;exe; Nt NLm; nemi; s Isp;jar; js;]ses U Nk moe mnt Mt mi; msc; Msp; mst; php;pifSCrsCL SN EYS VD Ve VDS, Vo, WSC,WsE ws|
are disallowed file types v upload.

This application typa requires you o submit the FollowIng types of GOCUMENts. SUject t0 the collected INFOMMAtion, You may be required o submit

additional documents prion v approval
CERTIFICATE OF INSURANCE

Name: Type Slze Latest Update Action

No records found.

.

To upload documents, select Add A box will pop up for you to select your file.
Select Addagain and you can search for your document.
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File Upload x

The maximum file size allowed is 1000 MB.
ade;adp;bat;chm;cmd;com;cpl;exe;hta;htm;htmlins;isp;jar;js;jse;lib;lnk; mde;n
are disallowed file types to upload.

Permit to Self Insure pdf 100%

Once you have selected the correct file to upload, add a “description”, select Save
and ContinueApplication

Attachment

Upload a copy of the following document(s):
Workers Compensation Permit to Seif Insure (if applicable)

The maximum file size allowed is 1000 MB.
ade;adp;bat:chm;cmd;com;cpl.exe;hta;htm; htmlins;isp:jar;js:;jse:lib:lnk:mde;mht:mhtmlmsc; msp; mst; php;pif;scr;sct:shb; sys;vb;vbe vbs;vxd;wsc wsf;wsh
are disallowed file types to upload.

Name Type Size Latest Update Action

No records found.

*Type: Remove
PERMIT TO SELF-INSURE v
File:

Permit to Self Insure pdf
100%

* Description:
Permit to Self-Insure -

spell check

=3
Continue Application » Save and resume later
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Review — Scroll through to the bottom to verify all information provided on the
application and complete and correct.

Workers -
1 2 3 Tax 1D Numbers 4 Compensation 5 Attachments 6 Review 7 Record Issuance

Step 6: Review

Continue Application » Save and resume later

Please review all information below. Click the "Edit” buttons to make changes to sections or "“Continue Application” to mowve on. You must check the
box to agree to the certification at the bottom of the page before you can continue.

Record Type

I adnina Cokahlichmant Annlicatinn

Once you have read the certification at the bottom of the page, check the box and
select Continue ApplicatiarThis will submit the application and a confirmation
notification will appear.

The data in this application will be used to approve your license and shall be deemed public unless private by State Statute. Private data is available to you
and the City or State staff who need this information to perform their duties, but is not available to the public. You are not legally required to provide this
data, but the City may not be able to approve your license if you do not provide it.

| will familiarize myself with the provisions of the Maplewood City Code, and with applicable Minnesota Statutes and federal regulations. This business will
be conducted in compliance with the above regulations, statutes and ordinances, and it is understood that failure to do 50 may constitute grounds for

denial, suspension or revocation of this license.

[CJ By checking this box. | agree to the above certification. Date:

Continue Application » Save and resume later
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Home Building Planning Enforcement W Complaints  Public Works

Apply for a License Search Applications

Lodging Establishment Application

Workers N
1 2 3 Tax |0 Numbers 4 Compensation 5 Attachments & Review 7 Record Issuance

Step 7:Record Issuance

Your application has been successfully submitted

Thank you for using our online services.
Your Record Number is

You will need this number to check the status of your application.

Your application will not be complete until you have submitted all required supporting documentation. Please visit our website for
additional information,

View Record Detalls »

Once you have submitted your application, please monitor the email you
provided as this is how you will be notified when the license fee is ready to be
paid, or if additional information is needed to process the application.

You may visit https://aca-prod.accela.com/maplewood to check the status of your

application at any time.
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